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S The manual provides a rationale, procedural )
guidelines, time-schedules, instrumentsg and supporting dccumentation
for student services progras evaluaticnﬂLt SUNY Agricultural and '
#echnical College, Delh¥. Six procedural guidelines include: (1) all
programs and services should be evaluated at least cn¢e every four /
years, with provision for annual progress reports; (z) the. Office of
Student Affairs will establish a schedule fcr prograa review; (3)
evaluation responsibility remains vith the specialized staff in_each
program; (49 evaluation progress shall be mcnitcred by 2’ progras
.review steering committee; (5) a reviev of the e¥a'luation shall occur

. within thirty days of the reviev panel's visitation cf the progras;
and (6) funding for evaluation will be allocated in each prograa's
budget. The student services program evaluation instrument is ~

. presented in outline form, covering progras idertity, students,
personnel, rescurces and facilities, administration, accoaplishaments,
and summary results and ;gconnendations. A raesource manual suggesting
"sources of data for completing the evaluation imstrusent and: .
miscellaneous recomaendations concerning evaluation report content,
forsat, and style are also included. (LH) ’
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STUDENT SERVICES PROGRAM PLANNING AND EVALUATION:

s
4

PROCEDURES AND PROCESS ]

- ’
.

€
.

AN INSTITUTIONAL COMMITMENT TO -
. COMPREHENSIVE PLANNING AND EVALUATION
Established 4n 1913, the College at Delhi is one of New York State's
. ' ' 7

pioneers in two-year technic 1 and vocational higher education. A unit of the’

State University of 'New York since 1948, it presently offers Ev/ﬁasic fields of
. ' ’ ’
concentratiop. Since 1960/ the student body -has increased from 350 to 2600
. - s - > - - LY
fulltime students. The number of professional staff and programs havevgrown
" .

and a completely new campus built, As a comprenensive college, the educational !

services at Delhi encompass: career and avocational education\and training,

f

education and training for citizenship; research and public service. .

.Delhi is accrddited by the Middle Stages Association o§’Colleges and

Secondary Schools. However, to continue the commi tment 4o high program quality,
, \ ‘ . . . * .

. , ) 7
‘ig'is both desirable and necessary that a continuous, comprehensive planning:

and evaluation process be pursued. Institutions' that will'give leadership in-’

<

the matter of evaluation will find the costs returned to them many times over,

- ?
partly ,because evaluation is thé way to demonstrable quality-and partly because
; . . t A
it 1is thé way to true accountablliey Money, for'particular'institutions and

<

also for'higher education as a wholf, will follow demonstrated quality;and A

aceountability. Moreover, a glanning and evaluation program carrded on year

after year establighes its own'norms ard provides a way of measuring, or at *
. . o . ) .
least judging,. institutional progress. “ -

Planning and evaluatipn is conceived as a concerted effort by everyone :

‘at D!lhi — students, faculty, administration, and other staff — to bring

about educatiodal improvement. Insﬁitutional integrity flows in part from an

!
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honest and compétent effort to.evaluate results, whereas a policy of réportlng

‘ A
good news and suppressing bad news is the worst king of accountabilityi. The

-

findings might.at times be humbling and sobering; yet Qelhi~be1ieves phat

those ine}itutions who can manage and plan on the basis of clear objectives

.and measutred performance wfll out-distance those who fly blind.

Delhl does not pretend that a comprehens1ve “planning and evaluation process

-

is easy,or cheap. The entire concept requires\a'greit deal of inyention,

learning, operational time, and moneéy. The college has favored starting on

.

a small eceie and substantia] parts are currently in operation and without

2
*

exorbitant cost. Yet, tire educational.impact of a full'proggam could be very
s B

great aTd eventually wod&q justify‘the investment of no less than 1 to 3

e [}
percent lof the educational budget on comprehensive planning and evaluation

+

and related research and devélopment.
-~ t

The key to,meaningful planning and evaluation is college and staff commit—

ment and participation. Staff members reSponsible for student services and. '’

¢

activities, for exaéple, will insure the continuing effeCtiveness‘of the 7
DY A
respective program. Still, individual program planning and evaluation must

be.a cooperative venture. Staff should have the active yooperation and"
{

’ . ) .. ]
assistance of all college functiony)so that’required data, information,; and ’

Y
» 'Q
4 . +
other 3551stance are available. Moreover, the’process muspﬁbe coordinated

BJ

with institution-wide planning, management, and evalueyion programs, intluding
reqnired reporting procedures ‘and timelinesy Consideration should be given

also to interifunctional‘relationships, inelhding inter-campus study and-ties

which extend beyond the campus.
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« ¥ Following .are examples of relagted purpoaes,'qéers, 4nd produets of

.

individual pRogram planiing and evaluation:

N . . Pl
] | . \ \ Lo ¥
PURPOSE: :Institutional Accreditation and Accountability '
Institutional Planning, Management, and Evaluation
Professional Performance and.Development
» ' Program Planning, Management, and Evaluation
Performance Auditing and Reporting - T
Policy Analysis . )

USERS: Middle States Association .
State Education 'Department . . .
SUNY Central/Other Colleges . b
Student Affairs ‘
o Research and Planning : .

‘ . Academic Affdirs . ¢ i -

v

RELATED" PRODUCTS: _,

L College Master Plans, Mlssidn Statements, and Budgets
\\\ - College Self-Study for Middle States

SUNY Master Plan

,S . Program Plans; Missions, and Budgets

y Annual Reports - Other Reports on Needg/Results
" SUNY/Delhi Cost Analysis Reports
Program Development Proposals

3 .

s “ STUDENT SERVICES RESPONSIBILITY ‘
S - ; A\
‘i The call for institutional planning,’management, and accountabilitx is ’
o . being heard throughoutw the land. It reflecta in ‘part a \f,ail'ure iconfidencé\
{n many of our colleges and universitles ae‘well,as\frustration overfrapidly

increaéing costs. One response is to heighten the potential qQf various educa-

tional activitﬂ%ﬁ\outside the formal classroom in addition to those within for

l.v' Y * .
,improving outcoﬂ!s of-various types such as student growth and development
s

new knowledge anq art forms, and community impact. Speaking Jto thté’question

=

1s she whole area of student affaira/an! services which is'an essential.aspect

’
’

‘of Delhi's educatiohal program. Accordingly, student affairs programs and

-
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1} 4 .
. . e \4 R
services are considered to6 be an integral part of the college's comprehensive .

. . recommended that the college placé.stronger emphasis on improving the quality

" of resi&ence'hall life and on promoting living standards which ovqull should
‘ y . : VL « , e . ’
be highly cpnducive to a serious and enriching educational experience.

. . ? ; ) \
. | e ’ . . . .

L ] r —\' ¢

A
planﬁing'add évaluation process. For example, Delhi's 1976 Campus Master Plan . l

B PROCEDURAL GUIDELINES.

Féllowing are guidelines and procedures for student services program

’ - -

evaluation: ?

\ . ! . -

%

}) All -programs and services will be evaluated at léast once

- 3 .
.

4 - .
every four years with provisions made for an annuail’ progress .

~ [ .
report.

N - x /
Such efforts shall be coordinated withsthe college's-
-

planning and evaluation,-accreditation, and budgetary planning

> ©
1)

. -

. ‘ ,  processes. s
. . ‘ -~ L}

. 2)
. . 1 o

college 4nits and the Student Affairs Council, will establish

The Office of Student‘Affairs in consultation with approptiate’

: - unit. A pew program or service will not be evaluated until 1

has been in/gjistence for at least two years, ~In developing an
‘apﬁfopriate schedule, consideration will be given to the mutuai' . .
4 -

‘ B
benefit which might result from reviewing related programs and

N . services concurrently.
. ) /) o , o
- et
3) Responsibility for evaluating a student services program remains ' .
- v . -
v ‘ 4 . 4

with the.specialized staff in that program. Each rebiey will

.

- follow the accreditation modél procedﬂré which requires a.self-
. . . .

¥ -

a-sequence and schedule of program review for each function or - I
|

e
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b study to be submitted to an external review panel which Will

/ . \

visit the campus to review the program in operation and report

its findings to the Vice President for Student Affairs. indiv— r .

idual membershislgf the review panel shdll be determined by the

\

Vice President for Student Affairs after consulting with the <

appropriate program/unit. "The reéiew papel shall consist/ of )

at féast £ivé individuals, three of whom shall be from outside

the college; that is, from industry or an educational agency.

|
|

. ! : . .
|

The Director of Research and Planning shall bé an ex>officio ’ .

member ,of the panel. The Vice President for Student Affairs

'

will develop the charge to tHe review panel in consultation

N . . d
.

with the appropriate .program unit.
. ) .

- +
Yy o
. N . ‘
4) A program review steering committee consistigg of student services .
- .

.

personnel, facul#y,‘studénts, and the -Directpr of Research and

Planning shall assist the program unit ahd monitor the progress

7/
of the evaluation. ’ . )
4

5) The review panel will submit its report within B0 days of the

’
campus visitation to the Vice Predldent for Student Affairs

who will review the findings with the program unit, the President,

and with the task force. An 5bprop}iaté actiog plan setting forth
priorities and objéctives to be achieved within a specified _J * .

. b . ’ L :
time ‘period by designated offices or pgrsonnel shall be

devised by program personnel in consultation with the Vice

President for Student Affairs.

-




éﬁ) Fundigg to suppox&'the procedure wiv{ be p?yviaed in ‘the

Y

-t

budget allocation of each program unit- to cover the.travel,
1/ i ) : AY

honoraria, and ;related fxpenses riormalil.y as'sociated' with the

program evaluation. \d : . &

» .

Under ordinary circumsgances, the:quadrennial evaluation process sMould
N £,

be cenducted in four phases ﬁuringltﬂe academic year. Phase 1 initiates the

evaluation process for the program unit in September with a join%aﬁgeting
. AR

between the steering committee and program staff fo! the purpose of reviéhing.
W

guidelings and tife evaluation's,désign. The secqnd phase ends February/I when

]

¢ .

pﬁ;?;am unit personnel have completed the ‘evaluation instrument and preliminary

) .
report. During-Phase 2 the steering committee will meet with program unit

pérsonnel as required (usually at the mid-peint) to Gergéy that appropriate
', - . . .
progress is being made and to provide general'guidance. The preliminary report

’ . -
will ber reviewed with'the steering committee between: February 1 and March 1.

Program staff will complete the final report by April 15. During the third™

\ phase the external review panel shall meet}

on campus for a périod of wne or
" two days for the purpose of reviewing the final report, conduéting interviews,

and consultations. This phase should be&completed no later ghan the end of the

.

ice President for Student -
v

spring semester. The fourth phage is one where the V

® .
Affairs will treview the findings of the review panel in consultation with

-

program unit personnel and the Presidené. ;t is during this phase also that -’

%

o appropridie action plan is devised, including.provisions for annual progress

L4
2

. reports due on or before April 15 of each year. -

.
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) ' 1& EV&iUATION SCHEDUL? FOR' STUDENT SERV?CES PROGRAMS I .
* / ) . . { ' . v .t & .
. < - h - 'r
] . . : v
! /
- 2 l. \ . 1]
1977-78 ) i K]
Health Center ° , < . T C '
M '} s
' £ 3 .

Student™Housing and Reqidénce Life

Athleties

)
- ‘ Student Life - Student Govarnment, Student Union, gtudent _
Spoﬂsored Activities < .
- ‘ .
1978-79 . | : . -
. e - /
Career Planning and Placement Center N
Counseling Center’ 4 .
N Finanegal A)ds: . ) , | "
' sEducational Opportunity Program N . f A
\ * .
Y : . , ‘ ‘ '
. ' . . . ’ . 3
. . M / Ve “
1979-80 : , . - ' ' TN
i / . ’ p
R . ! Admissions *
Student Recprds ) .
- .
+f e ) ‘ \ . . -
N Food Services
Securiry . ) ) . ' ;"
A ‘ ‘ /f-\—’/“\ - v
o . . e
) ) ' .
ZRN h : ‘
. ! /- - l
' T . - t 4 [l
e 1Begins a four-year cy@le for each program unit, with provision
for -annual 'progress report. .
*21nitial evaluation begins January 1 1978 and ends October 31, 1978 )
. : hY /\ -
. ' . JO . o . ' -
, ‘ . ’ . N . N . ~ ’ |




'PHASE 1:'

- -~

PHASE 2:

‘

PHASE -3:

PHASE 4:

!

+

L TRANSITIONAL TIMETABLE
FOR 1977-78 STUDENT SERVICES PROGRAM EVALUATIONS
. Y
(Health Center,. Student Housing and Residence Life,
-~ " Athletics, and Student Life)

¢ ¥
Orientation of Program'Stéff to Self-Study
'(December 1, 1977 - January 31, 1978)

Joint meetings with Steering Committee and progrém staff

. to review Guidelines. and evaluation's’ design.

-~

Program Staff Gomplete Self- Study and Report :
(February l - August 31, 1978) -

Completion &f Evaluatioé!Instrumeﬁt and Self-Study Report
by program staff. (Mid-point meeting wifh Steeringf”
Committee April 15 to verify that appropriate progress

is being made apd to provide general guidance. A prelim—
inary report wiMl be reviewed with-~the, Steerin ng Committee
between June' 15.and June 30. Program staff will complete

the Final Report by August 31,. 1978.)" o .
. -~ ' = . .

3 h N ’ .
External Reviaw by Panel with Report
(September 1 - September 30, 1978)

,On-site visits by external review teams' for respective
programs, Written reports from external review teams
due October 31, 1978. ?

‘Discuss Recommendgtions, Prepare Implementation Plan
(November 1 - November 30, 1978) - ~

« /
Vice President for Student Affairs will review findings
of thF review panel in consultation wdth program unit
personnel and the President. Als an appropriate
action plan will be devised, including provisiong for
annual progress reports due on or b re- April 15 of
each year.
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< STUDEI;T‘SERVIC%S PROGRM!A EVALUATION INSTRUMENT .
- . -t T . . - ! - S -
14 X } ‘. - -° . , 1 - - [}
L] ’ < . . -
,_-.r.zxf; e » ‘ A -
N ?RQM iDEN.TITY A‘MISSION GQALS v OBIECTIVES,, AND PRIORITIES
. . . ’ 23
A I*ur relati‘o'n' to): . . .
'.\_/‘ . . . -y . - ) L A
"1 Societal, student, -and community needs :
2, College missmn and emphasis LT o R
[ ". :
™ t?
3. Interrelationshlps w1th other college programs \Lgclude
appropr1ate organiZation chartg. -
k) e \ N .
4. Special concerns of the program that s'h0u1d be reflected
. "in instltutional plannln.g and mission statement. .
\ . > © AN o " . ¢
*B. Statement\gf Phllosop_z - (Descrlbe and explain briefly) . =
'_ . < » N a (

, -1. The bel hat .govern the development and operat1on 3

, . of the prog}n (i.e., the g,remises which guide the’ L, bl

"~ ° oprogram or fetivityy. ) N A v

‘ K ) « ’ .
2, Any changes necessary it order to maintain program . ' -

. relevance in terms of conditions such 3s student .. -

L]
characteristlcs, master plan and college mission .
» emphas;s N
¥ . .
C. Objectives - ({dentify) . .
1. As stated in original program justificatiors, former Lo ”
and curreny campus master plans, and/or acareditation
areports . , .
2,7 Other speciflic objectives which serve to guide program v
* development and evaluation;- especially those related to ’
student growt “and development including academic
progress, research public service.” -
» ¢ < - ‘ ) - ‘ i ‘ -
D. Activities® (Describe,in—telat’ion to) L \
1. Implementationl,of program obj‘ectives -
) Ct . " ‘ ) .

N 2. The, extent to which the activities'are designed to' .
reflect the needs of student,, campus, and,community "
cléentele. P . . -

<. . ’ )
1I. STUDENTS A . ‘ ‘
A. Program Workload - (List or explain)
1. Four-year elhrollment trvendg' at the college b’y'gender »
@ ’ ' . - ’ —g— ! ’

~N

.
"A?'
. v

~ .
»
.
L]
:
L
~
,
-
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F
-
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1

2. Foulgyear student oad trends of the program, with = _ ‘f
notable implications. ' ' . . Lo S0
3. Broposed workload levels'for.next four years. )
4.,Special concerns related to emrollment or'workload '_, . o,
" .that” should be congidered in-institutional planning. >
.B, Entry Level CharacteriStics“-Q(Describe)
14
l Kinds of students enrolled by the college over the .
e past four years; such .as their qualifications, origin, K
* . sgoals, needs. //l .
® v
2. Kinds of students’ served over thé &t
past four years (givin to needs)~ '
* 3. Kinds of special agtivities desighed to meet speciflc e L .
student needs, i e.,  tutoring, workshaps,,orientationsl\ AR
.. SRS R
1. PROGRAM PERSONNEL T d o
) \ . . - s , !
A. Job‘Descriptions - (List or describeg s ., . T
% 1. A complete job desc)ription for all staf.f lines. . ‘ coot
3 : - ' . ; )
2 Adequary\of @Scrgtionzs) a%d any proposed changes.
' *
- B. Staff Characteristics - (List et describe) ’, s -
‘ .
< T

l Primary sbaff involved for each of the past four years
enumerati earned degrees, emﬂQoyment experience,
length of Yervice -at Delhi;'ﬁge, and»appointment,status.
Also, list. any other supportive staff who bring important
‘. quality and roundedness td {he program. (Include clerical.)
'2.‘Exfent to which staff are trained or experiénced in the
) area they are c¢urrently ‘serving together with ew."nce

such as professional reputation. .

3, ‘Any staff turnover and appointments for eagh of ‘last .
', four years and’ resufting consequences fomyprogram«development.

-

C Faculty and College Staff Relations - (Describe or explain) -
/’ ‘
1. Concerns of the program which requitre direct® faculty )
and college staff cooperation. ., - . .

v

2 Ways in which faculty and college staff are regularlym ]
informed abput the program's responsibilities and .
problems and viéhﬁversa. . : .

" 3. Examples of fagulty and college staff cooperative . ’Q\ . )
«- efforts,. . . R S0 o

~10~ . N L Q’“

N . -

4 » B ' , .
'S ) - 4 * . &~
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-D. Activities - (Describe) - - . . -

. . . .
. .
L ' R . .
.

. Al
"4, Special concerns related tq faculty and college staff
' that should be considered An &nstltutignél planning .o o

- o

‘

1. Extent» ta which program pex;!;onnel '8
professional. activity and performgnc
particulat attention to th_g,ﬁel—luwtrg

s

, ‘

a) involve%xt in defi.ning and achiéving program : i
obj &ti 5 ard in Ergmpting inngvations or
ent’. ';N;‘,{‘:b .- v N ’ PPN
N TE T e
"servic and de velopment; ) 1
. el ! . . ¢
c) developmﬁnt of/grant proposals, consulting . N
work co .agsifgnments, college governance
. activtqi escribe accomplishments that can

be\relatedf e opportunities. - Y

),, 3 -
2. Level and kind program .personnel ‘contributions C e

*+ to other. gampus unctidns or programs. Include any N
: teaching as géhents.

- E. Staff Developﬁentﬁh (Describe ‘or explain)’

L]

-

*

- ,i ....;“' Vices - (Identify or describe) )

7 , :
1. *How staff development efforts relate to program
purpose, philosophy, and objectives. .

¥._Any special procedures used to improve effectiveness’
~  of gervicer, Accomplishments that show how these
special techniques actually improved services, * *
'f-, Include participation in formal workshops, courses :
or other related training each year over the past ' - .ot
four years.

™

~ - -

y

. ,ﬁa ?
Yoy ;1 fgure stafffing needs in relation tb c?rfent and
¢’ fit

faipated enréllments, workloads, and program
ﬁpbjeq;iVGs,.include the number and desired ‘

" quéi&fications. ) N

. ‘l
N

2. Aﬂeqnacy of support from other functions such as
" academic .program, registrar, admissions, counseling, -
placement, computer seérvices, library, learning
resources, maintenance, and student work-study.

L 2

-

14 :

P

.
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reevy,.....  B. Supplies.and Equipment - (Describé) RN

.

1. Levels and’ kinds of program budget and/or in-kind
BUPPY rt for each of the past four yeaPs.

1 .

2. Adequacy of supplies, travel and equipment levels
*‘and any future changes which may be indicated.

.

. G External.Funding or Support - (Describe) .
1. Source, amount and purpose of any external funding &

or in-kind support for each of the past four years.

’
-

D. Facilities and Space - (DeScribe) .
i. Specialized facilities and any significant additions

made within the past four years. How these. are

related to the requirements of the progr%pt

2. How the program is assessing the efficiency
. ) of its spdce ut11iza;10n. Include any improvements
.. .résulting. L=

S ‘ i
« 3. Adequacy of‘faciﬂgties and proposed future facilities 4
v plans. (Requirements for insti;pllonal planning.) .

- -

E. Institutional Support - Describe)

‘ 1. Adequacy of overall institutiongl commitment to
providing policy, procedures, organizational structure-
and resources needed to iﬂgure quality and success;
consider current responsibilities, and projected
college enrollment levéls, student eharacteristics,

"and planned activities. . .
. D
2. The development of the program's budget and how staff
- determine and monitor expenditures to assure optimum
returns. (Include special concerns, if any, related
to budgeting that should be considered in institutional
planning.) .

2
¥ * 9
.

-

V. PROGRAM ADMINISTRATION

LN

A.-Program and Activities Development - (Describe) P

Voo . 1 4 Procedures for' program planning and revision.
'Indicate roles played.by staff and frequency,

. program has been updated and evaluated.

2. The involvement and/or articulation of this program
in relation to others for purches of development.

A
[ S R

» Include: a) student affairs f§nction, b)- college,
. c) region, d) state. 15 .
Q . . } . -7 _ :' « d\
ERIC ,' e |




EE ' 3. The kinds of studies undertaken to-determine t
coni?nued relevancé and quality of ‘the program.
’ Inc¥ude any recommendations or actions that followed.
) 4, Program policies curréntly under study or that need °*
) S revision which should be considered in, inséitutional
planning . v

. :\_’/ “B. Program Performanece - (Describe or appraise)

l Performance in use of resources for each of the last '
. four years using ‘measures such as studdnt/staff ratios;
weekly staff gontact hours; weekly student contact hours
. per staff member; staff salary and support costs per
.. * staff contact hour, and student contact hour.

< ‘ 2. Attempts ‘to modify and/or imﬁf%ve program performance !
during the past:four years. Include,any innovations
mhde in the use of resources. . :

3. Acfivities that have been added or discontinued during
the past four~ years”nd reasons for action taken. Also
ind¥cate which, if any, are presently belng planned or

.. are endangered

’

© . /VI. PROGRAM ACCOMPLISHMENTS

A. Program Impact - kPresent or describe55~
r hdl .

1. yecofd 4f accomplishment or value added for each of :
past four years. Include qualitative and quantitative'
; evidence of program comtributions to-the fol}owing, where
-H~j> avaiIable. a) student growth and deveiopment¥ including
/ acisemic progress; b) research} c) public or community !
serVice. . ) . -

.
N .

B. Program. Philosophy, Purpose, Objectives - (Appraise) !

* ?

[N »
1. Program effectiveness in attaining stated objectives.
- - . \

- a

2. Implicgrions for future debelopment, respongibilMdy, .
or emﬁhasis of present prognam.

. C. Institutional Plannigh and Develdpment - (Appraise'(\' describe)-

1. Pnogram effectiveness in‘helping attain stated
college master plan goals and,mission.

’ .2.‘Implications for- futugg fhgtitutional planning

and .development’ T , *
. ' 3. When this progran’should next be evaluated or .
: ‘ re‘tewed for any’purpose. . . " o
, | ) 16 o j ,
+ ’ - -k13- ‘/’ '\ . * A-. Lo
] . T~ - , , \




/
/ i’ ]/

VII. SUMMARY: PROGRAM RESULTS AND ,RECOM);END IONS ?

A. Program Results - (Provide) -

1. Summary statement of overall program quality,
.- efficieney 'and effectiveness based upon findings

) - and conclusions contained in this review.
N B. Prograd Recommendatidns - (Prgélde)
£X\Recommendations which wogid lead to further
: ) improvement in the college and in program quality,
CL efficiency and effectiveness based on findings and
. conclusions contained in this review. = . ‘
o , [ .
. '2. Any known or articipated factors which may impede
- or prevent, action on the stated recommendations. |
D S 3. Suggested strategy, méthods, and timeline for

3 implementation of proposed recommendations.
. . » . - . -

.




" RESOURCE MANUAL

. Responses to the student services program evaluation instrument require

.

a variefy of activities including data gathering, consultation, @eliberatapn,

‘analysis, and report writing. Because so much of what is required ip the.

’

instrument ptesently exists in ‘ome form or another in one office or another M
and for one purpose or another, the task of student services ptogram evali//

) uation could potentially'be quit¢ burdensome for many programs, particularly

. ~ those with oqu'a few staff to conduct the self-study. To address the obvious

- need for assistance, the f owing resources will be available: y
e

.é) A.-steering c mméttee will monitpr the progress of the
i . Py H
program self-study and, when necessary, will react to the
14 . . b . s
" need for clarification or revisfon;
’ t

The qrogta"m head will supervise tl'me activities of the

A ’

, program.staff in completing the instrument and will

be generally available for assistance. The program head -

\ ‘ . ‘ ’

is resfonsible for the finaf,- product and the conduct of a
L * \ % w,

~

smooth self-assessment. /’

_The Office of Student Affairs and the Office of Researgp

an&'?lanning will pfgvide procedural guidance and techﬁical

a

assistance; and
&

» ’

A central work ,location containing various resource docum%ﬁts

and, materials will,Be established for use by ali‘program staff. °
1

’,
-

.-/." a - & .
" In addition, this manual has beén designed to provide more direct, specific
s * * ' . ) . .
‘. #, assistance by identifying sQurces,of data or information, that is, an appropriate.
e : ' - ' n ‘

%dministnntivé office or ¥ocument, and by indiedating in many instances ‘the natyfe
. a4 " _ " ’ N .

‘of the required 7esponses, thaé'igg stafa/analysis and/or judgmeént, table and

.
”
i3

I8




B -
» . 4 . v . ’

’ . appendix.’ However, resource offices or"documénts cited}1ere‘are not meant to be

L IR

thé.pnl}; ones.' used in the self—study.' Rather they are examples recommended for

. ) »
o reference and assistance. ~ - T . (, . |
’. .. ,‘ Each’ student ser‘es program staff involved in this evaluation'is likely K
- ‘ ‘
to approach the task in a slight’.ly ‘dlffer'ent way. It is strongly recommended :
" that al} student sgrvm’es pro‘gr;ams prOceed in-the fpllowing ‘manner: ' . 4 -
. - . ~ ' * '
. \ :
: . a) ’provide a t1metable with regularly scheduled mee-tings, ’ i
PR .4 > * B
’ b), assign tasks with deadliﬂes 1n ordér to dis;ribute and S .
A PRl RN A
. ¢ L4 i ¢ o« 3
. ) / - o acco,mplish the self—st.udy workload in an equitable , e I
. . . 3 > )
) PR M: 'Q: < . 'manner; » < N * . . : ' N . ’
Y. r T.g '. , . ey ~'\\ . , . - L N N
) .", . e c) compleoe the ins:rumentsvsecj:ions in the order in whicb ' l
S P o
- e, they appear‘.so that,‘the'mecessaty ta and information ~ . |
L4 . N 3 - : . - . - .
RN 11 'be availaﬁlee and evident in staff .analytical and
. :., JN judgznental responses and fox& each sqcceeding step in A I
e, R . . , . . : -
e Lo ehe. evaluacim procpss. T e ’ . ) N
. . < ‘I" % L ' " R . \. .. . L% T - '” h ‘
. . . \ . . LD ' 3 ’ ! .
T Wheré smaff w1sh assistance in a‘nalyzing data or approaching thelir tasks\.>
Al ‘O o .- ~,,. N
(f.i:. contacts snmﬁd be made with either Dr.’ Charles Repp, Vice Presjdent .for Studernt
LN Affair's, or wr vReo .,B}:fadh, -D.itector _!of.Res'earch and Pla‘nning. s .
! ) . ‘ . L Tt . - ' :
. ~ ~ * e - - " * ’
,‘ " N - Ct " \ " » S N B . LI /‘ .
- e L \_: ’ * ~‘ ) ’
- ' ) - * ! N 0 [ ,———
N x R’ . oo e 7 . .
. ¢y ' - \ - . . - . .
. - . . ' | " . s, K *
L B “ . ’ .- v
N N \I . . . . . . f
4 , N R « » : “- a} o EY / ‘ \ .
N . / ' « R




' . — . .
.. B 9, . « C N
1. PROGRAM IDENTITY.- MISSION, GOALS, OBJECTIVES, AND PRIORITIES ~ - ‘
- ) i o . ,
1. Cansult local, 'regional, and national reports and studies,

e.8e» Appalachian, regional and state plans.
. .

2. Examine college's mi'ssion Statement in campus and SUNY N
master plans. . - Ca o ’ SR
N . ,* . . ) % . v’f’: N -
, , ‘ ay | s
3. ‘Program staff apalysis Consiult college and function N *'1 vy
organization charts. ' T

: ) \

4. Self-explanatory.

¢ - ° /,

B. Co 4/; e e o ?

1. Program staff analysis L :

2. Self-explanatory.

- C. ‘

S * . *

.
ot Ty, PR

3 1. Consult 1976 and prev1ous Delhi Master Plans and

= accreditation ‘reports. - - .~// -
/
2« Includg’ othex obJectives which may\have«been establlshed . RS
' since previous master planning or reactreditation.-
D.- — . * - .
Sé/ ' ] SN | -
1. lf-explanatory ° . : . N
2. Program sfaff 'analysis ¢ . : e
P . . ‘-AM‘_’;—‘ ”_'4__,-——‘""
II. STUDENTS , o ) C
A ' . R '

- . i - '
.

1. Contact Office of Research and Plannjing for data.
2; Based on program staff records and analysis

3. Program staff analysis

4. Program staff' analysis . . -

. ~ . ,
B. - .
1. Contact Office of Résearch and ®Ytanning for datia, <.
2. Program staff analysis o ‘
| T I SRR
3. Self-explanatory -
‘e -17- ' ) »
Y . - "




PROGRAM PERSONNEL

. .
« 9 v . s

Lo AL ey o ™ -
L - 1.¢C tact “Personnel Office and Student Affaiqs " Include ' o
{, ) scriptions in Appendix. /
S 7 : é;/Program staff judgment ' 'r . ,: o '
. ' . R 1. Ptogram»staff analysis, ;itae to be included in appendixa

.
-

-

B 2 Prograo staff‘analysis

, . ! ] ) ' , ’ . ¢ \J :
o ) / 3. ?rogram staff anmalydis . 3 L. C T
v /b" o .
{ . : ' ‘ N
1. Self-explanatory ‘ i
' v . < y /
., 2. Self-explanatory : v S ) o,
Al . B , '
‘ . ‘ 3.'Se1f46;;1anatory ‘ N
- . - ' i . )
. ~ 4. Program staff analysis - ) ,
v . .
\ »Dav s ’
. - / . 1. Program staff analysis” o ) ' .

’ t
/ * 2. Program staff analysis

t - . " .
“ ’ 1. Program staff analysis ’ \ ?
v ‘ : .
2. Program' staff anflysis. &nclqde any tabulations in ’
‘appendix. Also, consult professional performance and
/ . growth plans. o i . B \

) [
' | IV. RESOURCES AND RACILITRES : "/

A_‘. ' ; | . - ’ . oy
1. Program staff analysis. Also, consult Office of Reseatch’ -
. and Planning for projected enrollment data amd anticipated
. student characteristics.
- . . I

2. Program staff judnght o ) C e e




Student Affairs Office records should show budget
expenditures. ~ Also, consult Office of Research and
Planning¢ . In-kind support identffied by program staff.

. ) .
Program staff judgment

e
.

Program staff records. Also, consult with College Grants
Office and College Foundation Office.

. . -
Program staff analysis. Also, consultguith Office of

‘Reseqrch and Planning.r'Square footage should' accompany
description._ T ’

Program-staff analysis. Also, consult with Office of
Research and Planning”

Program staff judgment

, ’

”~

Program staff judgment,

AN .
Program staff analysis. Consult with-Office f Student
Affairs. -

-

*

V. PROGRAM ADMINISTRATION

Self-expﬁanatory
Self-explanatory

Program staff analysis. Consult Office of Student Affairs
and Office of Research and Planning for other related studies.

N

Program staff analysis. ‘ult with Offlice of Student Affairs. .

-
.

f?‘Program staff analysis: Congult with Office of Student ffairs
and Office of Research and Planning
2. Progran staff analysis. Congult with Office qf'Student Affairs.

3. Program staff analysis. Consult with Office of Student Affairs.’

22




i

- .

Program staff analysis. Consult with Office of Student Affairs
and Office of Research and Planning for other related studies.

1
’

Program staff analysis

Program staff analysis

i

-

. ] L
1. Program staff analysis. Consﬁlt Delhi Master Plan and

Agcreditation Reports.

» -
v

2. Program staff analysis and .judgment.
3. Self-explanatéry
; .
VII. SUMMARY: PROGRAM RESULTS AND RECOMMENDATIONS

A.

|.  Program staff analysis and judgment.

@ « . .

Self-explanatory. Consult with Offite of Student Affairs.
Pro&am staff analysis and judgmeno.

Program staff analysis and judgment.

.
i}
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- MISCELLANEOUS RECOMMENDATIONS ON CONTENT, FORMAT, AND STYLE OF REPORTS

-

L4
«

These~recommendations'are intended to assist program staff in deieloping

fr . . . N
the :

Student Services program review self-study docﬁment. They are based upon
I . i

'the/desire to establish consigtency within and among stuydent services, program

review self-study documents. Because of its importance, the self—stuq;,document
. ’ r . PR
must be readible and understandable for a wide range 'of people, including those

-

who may not be familiar with a particular program or the collegé‘s-internal
organization and operatirg ﬁrocedures. To this end the recommendations which ’ .

follow are intended to promote consistency for all the college's student services
yd ¢

program review self-studies.”’ <

*1) The document shbuld be a flowing narrative orgadized R

[
LS

"according.to the instrument outlineJ Use only the major

section headings; that is, I. PROGRAM IDENTITY-MISSION, .
GOALS, OBJECTIVES, AND PRIORITIES,  and the subsection

headings; that is, A. Purbgse and Resgpnsibil;tz; The f\K

. ~ .
‘ items listed numerically under each subsection heading ‘

‘ should, be treated in the response to that subsection,

but they should not be identified separately by headings.

In other words, judgment should be exercised in using as ) ‘

much flexibility as 1is needed in responding to’each item.

* P ’
2) ény appendix material §hqu1d consist of informatiom T \
regue;ted and other information which is feit nec#éssary v\‘
- to supplement the narrative or complete the document. ‘
Typically such information is of secondary importance k
-

s .
which the reader can reference. It also is material o

which, by its nature, would disrupt the continuity of

the narrative if placed in the text. The ideal review

24
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3)

. ' ®
document presénts the reader with a narrative which describes ,

thé/;rogram from A to Z wifhout.requirigg thé redler ta do

research in documehts supplied in the appendix..

5\

,
‘ JUNST .

Data are requested at various points in the student services

. y a— N\
program review instrument. 2? is sometimes important for the .

4 3

data to be presénted in tabularxféfm for ihmédiate‘refefence

. - / ’
.or for dnclusion in the appendixy/ It is extremely important

to 'remember that all

/ . . :
the data should be analyzed as part of
M W Kz

the self-study process. In this way program staff will be .,

aple to identify.significant aspeéts of thé progfam'fOr the
reader. It cénnot be assum?d that the readet w;il id:;??fy.

or understand the significance of the data without fuylher

4

guidance. In sum, where/data are requested it should be
. i ' * 7

)

decided what needs to be/ said, in-the narratiée cohcerning
i

¢ ) I3 -
that data even though tJe table will appe;f in the text.
! 4 . S

| .

*
3

;ﬁ completing the
t . * 7

. Voo ' ; .
student services program review instrumént, there will be

Q.
When preparing both dati and narrative

a natural tendency to/respond to inst¥ument itews with

lists. For example, a list of obje ives,\g list of planned

changes in the program. Though thig may be helﬁful in pro-

. .

duding the first draft, it does not jnake a readable docutient. .
Varlous forms of listings can and shouid be'used in response - T

. -~ -¥
-to the instrument items, Over-reli%nce on lists, however,
r [
will make the document very choppy ahd perhagg\unzeadable \

or confusing. . « . %
’ }

25°




CoaT
5) The student services program review self-study docpméhf is a*

) ’ -

Qlanning and asseSSment docgment. Periodic evéluation of

Y

rcurrent pregrap objecqives; éc;ivitiee,’and accomplishments
- - » Lot
is an essential part of a continuous plannine process.
Information that is requested is intended to be useful for

the prﬂkram staff and the college's admidistrgtion in pLaﬁning'

-the program"s future. Avoid "filler" for the sake of creating

-
v

an Ampressive document? Quality is more important than quantity.

A

) 6)'Av6id abbreviations. The reader cannof be expected to khow

. what abbreviations stand for and should not have to search '
' 4

the document ‘to find their meaning.

7 Minimize cross referencing. The student services program '

review instrument 1§ constructed -to, develop informaticn
N .'. ) P .
~ in a sequential manner. Cross referencing, though it . -
- . stresses the inter-relatedness of many aspects of the
3 if program, detracts from the document's readability and lessens

® . the importance and impact of the presentation of information. @

*
-
’

B

’ 8) A}l quoted material and information taken from rgports, e

publications, etc., should be ‘appropriately footnoted.
o ' ’

2 ‘ Footnotes, should follow acceptable form and style. . ]
1 PR i - 3 - 3

- . N

9) A Table of.quFents should be developed and should corres-

L

pond with the major section and’subsection headings of the -

)

Student Services Program Review Instrument. It should-also - oo

" include a list of appemdices and a list of tables. - . -

—
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10) Appropriate use should be made of the sample chart formats

for reporting staff development information. ' Lt
'11) Accufracy and consistency in the terminology usgd in _ -
""referencing collegé programs should “be stressed.
L ]
12) Information involving students, fatulty, staff, such o
X . N .ﬁ ‘ . . ] . ' )

b as minut?s from self-study meetings, should omit .
’ specific naﬁ’es’ The ‘ma'jor exception to this is the

" section on program staff which tequires identif;[catioh'

of the progtam personnel and inclusion of— their vita..
7 . ,

H

13) Evidence to scppott points which will eventually be

- -

. recommendations toward the cgmnclusion of the final repbrt
—~) ;" -~ - . w - 3
’ 'should-ﬁe,identified and developed at appropriate points

-

in the supporting narrative found in the "body of the
¢ 7
document. The respgnse to item VII.B.-"Recommendations"

. o
should be a‘brief statement of the recommendation.

.

’14) All draftsrand the final document should be deuble Spaced.

. -

15) Format for final d‘raft document: OUTSIDE COVER TITLE I’GE
TABLE OF CONTENTS, LIST OF TABLES (i‘f tables are used), BODY OF
INSTRUMENT, and APPENDICES.

§ : . a) rgins - Leave a ma'igin of at’ least, one inch an each

.. of the four sides of the sheet. The left margin is
ol be}:ter at 1 1/4 inches to allew fog bindi_ng. On the
first page of, every majot a®vision of the,docﬁmgnt,
lea\{e 2 ghes at the top &bové ‘the headimg. .
N v, oo RN - .
: “ ' < v - ] ~’° ¢ . * )
.:'l . S 27 2 hfx o [' 4 . ( . .
, - . '.4 .:v" . R .
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o ' 15., b) Pagination - Assign a number to every page except the

» ’

. blank shaet following tpe tibie page (if one is insérted)

‘ ) Number the preliminary pages with small Roman numerals (i, ii, 1ii,
¢ - 6
etc.) centered at¥the bottom of the page on the fifth space
above the bottom of the page. The numbers begin with "ii".
- e . ﬁ-‘ . * ]
- . The title paé% counts as i, but is not paginated. Number
L . o
. the remaining pants inclydipg text, illustrations, appendix, - "
» .
' , and bibllography with Arabic numerals centered at the bottom
* i v
) . of the,page on tﬁe fifth space abbve the page. ) N
- , ’ ' N N - -
- g ¢
. c) Tables - All tables should be labeled appropriately.
-~ . . f*§
~ N .
! ’ \'. 7" . \
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